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TOWN OF BLACKSBURG, VIRGINIA 

 
 

Purchasing Administration 
(540) 961-1140   Fax (540) 961-1822 

300 South Main Street, PO Box 90003   Blacksburg, Virginia  24060/24062 
bpreas@blacksburg.gov 
 

January 15, 2003 
 
The Town of Blacksburg, Virginia is requesting sealed proposals for annual graphic design services. This 
contract will be managed by the Public Information Office, however, the scope of work under this contract will 
include requests from all Town Departments: Blacksburg Transit, Blacksburg Police Department, Blacksburg 
Volunteer Fire and Rescue Departments, Planning and Engineering, Public Works, Technology, Parks and 
Recreation, the Town Manager’s Office and others. The attached scope of work is submitted for your review 
and consideration. 
 
Submit 7 copies of your proposal; please submit each copy in a three ring binder. All documentation submitted 
with the proposal should be contained in a single volume. As this is a formal, sealed, Request for Proposal, no 
faxed responses will be accepted.  
 
The Town shall provide the mechanism for the evaluation of all information received, the final determination of 
responsible offerors and reserves the right to waive informalities and irregularities and to accept or reject any 
or all proposals.  Evaluation factors shall include but not be limited to:  
 
• Costs 
• The ability, capacity and skill of the offeror to perform the contract 
• Whether the offeror can deliver the material promptly, without delay or interference  
• The character, integrity, reputation, judgment, experience and efficiency of the offeror 
• The quality of performance of previous contracts 
 
Whenever any work or services are provided, either in or on Town property the Bidder shall provide the 
Purchasing Agent with a Commonwealth of Virginia Certificate of Insurance prior to the commencement of any 
work under the contract and agrees to maintain such insurance until the completion of the contract.  The 
minimum limits of liability shall be: Worker’s Compensation – Standard Virginia Worker’ Compensation Policy.  
Broad Form Comprehensive General Liability - $1,000,000 Combined Single Limit.  This coverage shall include 
as appropriate as determined by Town, Premises/Operations Liability, Products and Completed Operations 
Coverage, Independent Contractor’s Liability, Owner’s and Contractor’s Protective Liability and Personal Injury 
Liability; Automotive Liability - $1,000,000 Combined Single Limit.  These are minimum requirements only and 
may be increased if stated in the bid documents.  Contractor shall notify Town at least 30 days prior to 
cancellation or non-renewal of this insurance. 
 
Individuals with disabilities who require assistance or special arrangement in order to participate, please 
contact us.  We require that you provide at least 48-hour notice so that reasonable efforts may be made to 
provide the proper arrangements.  You may be requested to specify the nature of any accommodation or 
assistance, which may be required for your participation. 
 
 

Bonnie B. Preas, CPPO, C.P.M. 
Purchasing Agent 
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TOWN OF BLACKSBURG, VIRGINIA 
REQUEST FOR PROPOSAL  

 
Page 1 of 7 
 

ISSUE DATE:   January 15, 2003 

TITLE:  GRAPHIC DESIGN SERVICES AND 
CONSULTING 
 

PROPOSAL NUMBER:  RFP635-03 

PROPOSAL RECEIPT DATE AND TIME: 
FEBRUARY 4, 2003  3:00 PM 
 

ADDENDA:  Written technical questions must be 
submitted to the Purchasing Agent by January 27, 
2003.  Addenda (if any) will be posted on the Town’s 
web site on January 28, 2003. 

                 
 

STANDARD CONDITIONS 
 

1. Proposals must be delivered to the Town of Blacksburg, Purchasing Agent, 300 South Main Street, lower 
level, Blacksburg, VA, 24060 by the above proposal receipt date and time shown clearly on the envelope. 
Proposals received after the above time and/or date will be returned to the offeror unopened. Submit seven 
copies of your proposal. 
 

2. As this is a Request for Proposal, all responses shall be opened in private with no information being 
released until after the negotiation PROCESS. A selection Committee will be established to review and 
evaluate all responses. 

 
3. Once proposals have been evaluated, selection of at least two offerors shall be made on the basis of the 

factors as stated in this Request for Proposal. Interviews/negotiations shall then be conducted with those 
firms until one firm is selected. If a contract can be satisfactorily negotiated at a fair and reasonable price, 
then an award shall be made to that offeror.  

 
4. During the  contract negotiation, a more defined scope of work shall be formulated.  This scope of  work 

shall be known as a memorandum of understanding (MOU) and shall contain any agreed upon negotiation 
points.  This memorandum shall then become part of the contract documents. 

 
5. No information regarding the identity of the offerors nor the contents of the proposals shall be released      

until after the negotiation process. If your proposal contains information of a proprietary nature, the 
information must be noted and an explanation submitted on separate cover. 

 
6. Should funding not be available for subsequent years and this purchase is of a term contract nature, then 

any contract entered by the Town shall be declared null and void. 
 
7. Prices quoted for this proposal shall be good for a period of 90 days following proposal receipt. 
 
8. Completion Time is of the essence. Offeror must comply with time frames as specified in the Request for 

Proposal unless different time frames are negotiated prior to Award. Failure to meet Delivery Schedules 
and Completion Time frames may be grounds for disqualification. 

 
9. The Offeror shall indemnify, defend and hold harmless the Town of Blacksburg, Virginia, its officers, 

officials, agents, and employees from any claim, damages, injury, or death and action of any kind, whether 
at law or in equity, arising from or caused by the use of any materials, goods, or equipment of any kind or 
nature furnished by the Offeror or any services of any kind or nature furnished by the Offeror. This 
undertaking shall not apply to damage, injury, or death suffered in the performance of a construction 
contract caused by or resulting solely from the negligence of the Town, its agents or employees attributable 
to the sole negligence of the Town, its agents or employees. 
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10. The contract entered into by the parties shall consist of the request for Proposal, the proposal submitted by 
the Offeror, the memorandum of understanding, the Town of Blacksburg’s Contract and/or Purchase order, 
any change orders issued, addenda, all of which may be referred to as the contract documents.  In the 
event of conflict, Standard Conditions, Scope of Work and this Agreement shall control. 

 
11. Firms having a business location in Blacksburg and out-of-town construction contractors receiving more 

than $25,000 in the Town are required to have a Town business license. 
 
12. Neither party shall assign the contract without the prior written consent of the other party. The contract shall 

bind the successors and assigns of the parties. 
 
13. Bidders certify to the Town that they will comply with 11-51 Virginia Code, in that every contract over 

$10,000, the provision shall apply: During the performance of this contract, the contractor agrees he will not 
discriminate against any employee or applicant for employment because of race, religion, color, sex , age 
or national origin except where race, religion, color, sex , age, or national origin is a bonafide occupational 
qualification reasonably necessary to the normal operation of the Contractor.  The contractor agrees to 
post in conspicuous places, available to employees and applicants for employment, notices setting forth 
the provisions of the nondiscrimination clause.  The Contractor in all solicitations or advertisement for 
employees placed by or on behalf of the Contractor, will state that such Contract, is an equal opportunity 
employer.  Notices, advertisements and solicitations placed in accordance with federal law, rule or 
regulation shall be deemed sufficient for the purpose of meeting the requirements of this section.  The 
contractor will include the provisions of the foregoing in every subcontract or purchase order of over 
$10,000 so that the provisions will be binding. 

 
14. All claims which may arise under this contract shall be resolved through the procedure set forth in 

Blacksburg Town Code section 16-506 “Contractual Disputes.” 
 
15. Unless specifically prohibited by the bidder, any resultant contract may be extended to various public 

agencies or governing bodies in Virginia, to permit those bodies to purchase in accordance with the terms, 
conditions and specifications of this proposal at contract prices. 

 
16. OWNERSHIP: The successful contractor(s) agrees to assign to the Town all worldwide right, title and 

interest in and to all works, including literary works, pictorial, graphic and sculptural works, architectural 
works, works of visual art and any other work that may be the subject matter of copyright protection; 
advertising and marketing concepts; models; drawings; plates; created by the Contractor for the Town 
pursuant to this Contract. All such items and materials shall be delivered to the Town in a usable condition 
after completion of the work, and prior to submission of the invoice for payment. 

 
17. PRINTING PICKUPS/DELIVERIES:  Contractor shall be responsible for pickups and deliveries of all 

materials, and for all shipping costs required between Town and contractor.  All deliveries shall be FOB 
destination – inside delivery. 

 
18.  PAYMENT:  Payment terms shall be Net 30 after completion and acceptance of each individual project. 
 
19.   SUBCONTRACTOR PAYMENT  REQUIREMENT: 
For any contract with a nongovernmental, privately owned enterprise, for goods or services, the contract shall 
include: 
a. a payment clause which obligates the contractor to take one of the two following actions within seven 

days after receipt of amount paid to the contractor by the Town for work performed by the subcontractor 
under that contract: 
1. Pay the subcontractor for the proportionate share of the total payment received from the Town 

attributable to the work performed by the subcontractor under that contract, or: 
2. Notify the Town and subcontractor, in writing, of his intention to withhold all or a part of the 

subcontractor’s payment with the reason for nonpayment. 
 
b. A payment clause that requires (I) individual contractors to provide their social security numbers and (ii) 

proprietorships, partnerships, and corporations to provide their federal employer identification numbers. 
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c. An interest clause that obligates the contractor to pay interest to the subcontractor on all amounts owed 
by the contractor that remain unpaid after seven days following receipt by the contractor of payment 
from the Town for work performed by the subcontractor under that contract, except for amounts 
withheld as allowed above. 

d. An interest rate clause stating, “Unless otherwise provided under the terms of this contract, interest 
shall accrue at the rate of one percent per  month. 

e. The contractor shall include in each of its subcontracts a provision requiring each subcontractor in 
include or otherwise be subject to the same payment and interest requirements with respect to each 
lower-tier subcontractor. 

 
 
 
 
 
 

Bonnie B. Preas, CPPO, C.P.M. 
Purchasing Manager 
 
 

THE UNDERSIGNED ACKNOWLEDGES THAT BY THE SIGNATURE OF THE FORM, OFFEROR AGREES 
TO COMPLY WITH ALL TERMS AND CONDITIONS OF THE REQUEST FOR PROPOSAL AND IS DULY 
AUTHORIZED TO SIGN FOR OFFEROR’S COMPANY. 
 
 
COMPANY_________________________Authorized Signature_________________________________ 
 
 
 
TITLE___________________________________________DATE_________________________________ 
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SCOPE OF WORK 
 
 

The Town of Blacksburg is seeking the services of a qualified Graphic Design Services firm to 
assist the Town  with the following: 
 
1. Concept, design, copyright, logos, letterhead, business cards, bus cards, brochures and 

other “common” promotional materials.  Such items could include bus schedules, recreation 
guides and catalogs, safety programs, flyers, posters, newsletters, calendars, street maps, 
and other promotional items as needed. Chosen contractor must fully demonstrate the 
ability to produce graphically pleasing maps from native AutoCAD files. 

2. Concept, design various pc based electronic templates for staff use 
3. Concept, design graphics and multimedia presentations for Town websites, and for 

production of  products  
4. Concept, design advertisements in cooperation with town staff. If requested handle 

placement of advertisements and price negotiation. 
5. If requested handle printing procurement and follow through on printing projects. The Town 

will work with the chosen firm to establish a working list of printing companies. 
Ultimately, the Town has final say on the printing company chosen for each project. 

6. Upon request provide written progress reports 
7. Work closely with staff to ensure quality and uniformity, be available for advertising and 

marketing consultation. 
8. At the completion of each project, furnish all native files to the town in both PC and Mac 

format, and in a format that can will allow for editing and review in Adobe Photoshop, 
Illustrator, Pagemaker, and Acrobat. 

  
This proposal shall be awarded to two offerors as a one-year contract.  The term of this contract 
is for one year from date of award or as negotiated.  There will be an option for three (3) one-
year renewals or as negotiated. Proposal shall be signed by an authorized representative of the 
Offeror.  All information requested should be submitted.  The Procurement Manger will review 
all proposals to ensure required information is included.  Failure to submit all information 
requested may result in a request to submit the missing information.  Proposals that are 
substantially incomplete or lack key information may be rejected as incomplete.   
 
PROPOSAL SUBMITTAL 
Proposals Should Contain: 
 
1. Samples of work representing those listed in scope of work 
2. Cost – submit cost for time on an hourly basis. In your response give specific reference to 

your billing practices explaining the process you might use on a typical project 4 color 
project, including costs for providing printing procurement management and cost for design 
and consultation of a project only. 

3. Narrative – a brief narrative about your company describing its history, experience, 
philosophies, qualifications and staffing, and organizational structure. Please include 
information about subcontractors you may use and their areas of expertise. 

4. References – submit at least four references to include the name and telephone number of 
contact people for which you have performed similar work.  Please include in your list other 
localities and/or transit systems for which you have worked. 

5. Discuss your experience with the facilitation of the printing process.   
6. If located outside of Blacksburg, please discuss how you would handle the transfer of 

information, review of materials, etc.   
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PROPOSAL EVALUATION FACTORS 
 
Proposals will be evaluated on a combination of: 
1. Costs 
2. Qualifications with both print and multimedia 
3. Experience 
4. Samples submitted 
5. Proposal Organization and Appearance 
6. Creativity 
7. Demonstration of positive and professional working relationships with printing companies. 
8. Ability to handle a project from its inception, draft stages, delivery to printer and final product 

to the Town. 
9. Location of company as it pertains to responsiveness, exchange of information, travel, etc. 
 
Note:  Under this contract, there will be no reimbursable expenses for telephone time, travel 
costs, etc., and the first hour of consultation meetings shall be at no cost.  All meetings, unless 
otherwise agreed upon, will take place at the Municipal Building or Transit Facility.   
 
 
CONTRACT ADMINISTRATION: 
 
Heather Browning, Public Information Director, or her designee, shall be identified as the 
Contract Administrator and shall use all powers under the contract to enforce its faithful 
performance.  The Contract Administrator, or her designee, shall determine the amount, 
quantity, and acceptability of all aspects of the services and shall decide all other questions in 
connection with the services.  Any modifications made to this contract must be authorized by the 
Town of Blacksburg Purchasing Department through a written amendment to the contract. Any 
questions pertaining to this Request for Proposals should be directed to Heather Browning at 
(540) 961-1199. 
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TOWN OF BLACKSBURG, VIRGINIA 

 FORM OF AGREEMENT 
 SamplenContract  
 
This agreement entered into this  _______  day of ________, 2003, by ____________, also referred  to 
as the “Consultant” and the Town of Blacksburg, Virginia, hereinafter called the “Owner”. 

 
WITNESSETH that the Consultant and the Owner, in consideration of premises and of the mutual 

covenants, considerations and agreements herein contained agree as follows: 
 

STATEMENT OF WORK: The Consultant shall perform advertising services for the Town of 
Blacksburg on an as needed basis in strict accordance with the Scope of Work dated ________.  This 
agreement shall be for a one-year period with the option to renew annually if both parties are in 
agreement. 
 

CONTRACT DOCUMENTS: This agreement shall consist of this Form of Agreement, the 
proposal  submitted by the Consultant, the Request for Proposal issued by the Owner, the memorandum 
of understanding composed during negotiation, together with all modifications, all of which documents are 
incorporated herein and marked as Exhibit A. 
 

TIME FOR COMPLETION: Time is deemed of the essence during this contract.  The work shall 
be coordinated with the using Town Department.  Work shall be on an as needed basis and shall be 
completed within an agreed upon time frame.    
 

COMPENSATION TO BE PAID TO THE CONTRACTOR: The Owner will pay and the Contractor 
will accept in full consideration for the performance of the Contract the amount of $_______ for hourly 
work, in addition to ________________________.  A blanket purchase order shall be issued for this 
work.   

 
PAYMENT:  Terms shall be Net 30 after inspection and acceptance of the Work.  Individual 

projects will be paid on an ongoing basis. 
 
LIQUIDATED DAMAGES: No liquidated damages shall be assessed during this project 
 
ANY CONTRACTUAL CLAIMS shall be submitted in accordance with the contractual dispute 

procedures set forth in such Contractual Dispute Procedures as are on file and available at the Town of 
Blacksburg, Section 16-506 of the Blacksburg Code. 
 

IN WITNESS WHEREOF, the parties hereto on the day and year first above written have 
executed this agreement in two counterparts, each of which shall, without proof or accountancy for the 
other counterparts, be deemed an original thereof. 

 
 
 

_______________________________ 
ATTEST:            
 
_________________________________            By:_________________________________ 
                                                                                      (Authorized Signature) 
_________________________________ 
 
 
ATTEST:                                                                  Town of Blacksburg, Virginia                           
 
_________________________________            By:_________________________________ 
                                                                                       
_________________________________                __________________________________ 
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